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I. ORCARIZATIONAL COMPORENT

A.
B,
Ce.
D,
E.
II.

Office of Cammmunications
Administrative Bteff

Personnel. Branch

Domsstic Seetion

Personnel Transactions and Records Unit

4o

The Persoanel Transactions and Records Unit is funeticnally
responsible fors .

Maintenance of a current Persomnel Hardex System (Positiocn

Toventory) for the 0ffice of Coumunicetiocns (Field and Depsrtumentel,
incluvding projects). ’ .

B.

Preparation of Headguarters personnel actions and both Head-

quarters end Forelgn Field eppointment, resignation, and transfer
actions (B8.F. 52).

Ce.

Central coutrol for perscancl actions being processed within

0/c as well as personnel acticns (Field and Departmental) transmitted
%o Personnel Division (Covert) for official action.

D. Preparatlion of pericdic and gpeeclel internal personuel stabisti-

cal reports on Departwental (I :rconnel transscticas, and

bhoth Deparimental and Forelgn Fleld vhere combined statistics are reguired

by 0/C in administering and planning its persomnel program. (Inasmuch
a8 the CTA Cable Secretsriat has been attached to the 0/C for general
afiminictrative and personnel support, this report iveludes all such
pergonnel transactions for that ccmponent ss a port of the 0/C deparie
mentel establishment.)
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The proposed Table of Orgamization request subwitted by 0/C
for the Transactions and Statistical Unit provided for three positions.

A. Meintains the Position Inventory for the Office of Comminications
25X1A6a
1. Maintains a current Personnel Kerdex System by crganization

for Departmental snd Foreign Pleld positions in the 0/C,

(CSC Porm OF-lb). This is the master kardex control system for all

positions approved for 0/C and ie a visual record setting forth the

location of each position and individuel, showing the grade, title,

series, position mumber and personal dsta. It also showa the curreat

status of perscunel transactions such as promotions, transfers, resignae-

tions, applicants processing for duty, periodic pay incresses and

recruitment requests. The kardex system is necessary in order for 0/C

to carry out its day-to-day porsannel program and has been authorized by

the Deputy Director for Administration (CIA m@ dated 28 Jan- 25X1A

usry 1953). In the maintenence of this master syatem, this Unit

posts all Foreign Field, Departmentsl, and personnel action 25X 1A63

requests, checking S.F. 52's for accurscy name spelling, nature of

action, position title, series and grade level, slot number, arganizae

tional breakdown, and other pertinent data under remerks, prior to

submission to FDC for approval. Upen completion of offical action by 25X1C4a

PDC and other Agency components such as Liasison Control

cases, this Unit completes the final posting from S.F. 8.F. 52

on the kardex system, name location cards, and other related records. 25X1A6a

Oa Departmental and N persomnel, the Unit transmits 8.F. 50's

{employee copy) to appropriate Division concerned, and answers questione

concerning changes in the employee’s status. On Foreign Field personnel ,

transmite 8.F. 52 to appropriate Foreign Section far notification to

Field Statiom.

2. Posts all authorized T/O changes, In this connection, the
Unit prepares the necessary personnel actions (S.P. 52) for Departmental

and employees affacted by T/0 changes. Initiates through the

a & ign Section those perscunel actions required as a result

of Fareign Field T/0 changes. The above steps are sccomplished by this
-
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Unit since the T/0O changes must first be posted in the kardex system
and this Unit can determine at that time the personnel ace:iona required

by such changes.

3. Posts to the kardex systen approved periodic pay increases,
changes in address, changes in depepdent status, marital status, mival
and departure dates, and recruitment requests.

B. Prepares Persommel Action Regquests

Pre 8 all Persomnel Action Requests (S

Fo on mM‘
mental and & personnel; all Departmental, # and
Forelgn Field appointment and resigmtion actions, er actions
from other Agency ¢

nts to 0/C; prepares the from side of 8.F. 52
on Departmental and perschnel transferring to Toreign Fleld
Aress; end, prepares the to side of

on Foreign Field personsel
transferring to Departmental positions. This procedure
is accorpliched here sinece this portion of the persommel acticn pertains
to the Domestic Section's area of responsibility. The S.F. 52's are

prepared to confirp official action taken by:

1. oOffice of Commmmicatiosz, Ad Hoc Committee
a. A1l promotion actions for GS-13 positions and above.
b. All appointment actions for G3-12 positions and above.

¢. All reasgsignment actions for GS-12 positions and ebove,

2. O0Office of Commmnications, Career Service Board
a. All promotiom actions to (S-12 positions and bhelow.

b. All appointment actions GS-8 through GS-11 and
Comsmunications Technician(c:'xpto) positions GS-7.

¢. All reassignment actions to the Foreign Field GS-il
and below.

3. Chief, Personnel Branch

Al) Departmental reagsigmment and sppointment actions
for G8-T7 positions and below.

C. Mintains the following Control Logs, Card Records, and
Tickler Files

. Meintains a personnel action log by date and nsme of
Departmental, JN and Foreign Pield persmnel actions (8.F. 52)

-3-
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completed by 0/C and trensmitted to PDC for official spproval. This
sarves as a ready reference to indicate personnel actions completed
by 0/C and transmitted to PDC, 88 well as indicating date of approval
apd actions outstanding.

, 2. Maintains a record log of all approved CSB Action Memo-
rapdums transmitted to the Personnel Branch for action, This log
sepves as an internal control since it shows the status of the
Persoonel Branch proceasing, and a recoxd of deliquent Board actions,

3. Maintains a CSB Ficklexr File of approved CSB Action Memo- 25X1A63
randume on Departmental and personnel that specify actions
to be taken at a future date. This file is maintained by month and
serves as a control on postdatad cages. :

L. jaintains a tickler file of perscunel actions (S.F. 52)
prepared solely by this Unit &s a result of CSB action as well as
those actions which do not recuire 0SB approval, such as appointment 25X1A6
end resignetion actions (Departmental, and FPoreign Field). a
This is maintained as a control and reference to indicate action has
been completed by this Unit. In addition, forwards a tickler copy to
the File Unit for filing in the 0/C persomnel file.

5. Maintains a log of all employees eryptographically cleared.
This log is maintained to insure that no employee is asgigned to an
operating component in 0/C umtil su¢h clearance is obtained.

6. Maintains a eurrent premotion book flexoline by grade
level covering all positiocas in o/c {pepartmental |G &< 25X1A6a
Foreign Field) which includes the name of incumbent, age, positicn
title; grade and number, organisation location, date of last promotion,
date action submitted to PDC for epproval, date FDC completed action
and effective date. This is maintained for the purpose of preparing
statistics on grade distribution, apd for use by Chief, Administrative
Staff and Chief, Perscnnel Bronch for quick reference on promotion
history withir 0/C.

7. Maintains a card record of all resignatioms, cancellations,
and transfera, cither from staff agents o staff employees, or transfer
out of 0/C, or the Agency. Tais is maintained in order to keep a history
of all pecple who bave directly or indirectly been connected with o/c
for the purpose of answering Juestions from 0/C operating divisioms
concerning an individual's reemployebility. It is alsc used to furnish
informetion to FDO and PDC, &3 well as answer questioms received from
the FBT when investigating a former employee to verify employment dates.
In addition, it serves as on index to cloged ocut persounel files retained
in the Unit. O/C is currently maintaining these files until they can
be transferred to FDC Transactions end Recards Branch.

P
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se f1le containing tissue coples of 25X1A6a
S.F. 52's transmitted to PDC. Serves
tted to PDC far official approval

8. Maintains a
all Departmental and
as a control of such actions
and as a check on deliguent actioms.

25X1A6a
) 9. Maintains applicant process control record descridbing
the status of applicants (Departmental, and Foreign Field)
broken down by clerical and all others. This record is used to answer
inquiries from 0/C Divisions regarding applicant proceseing, such as
security clearance completed and medical examination, as well as &
control of the 10% overage allowed for recruiting purposes. This
record is also used to compile the processee figures for the strength

report.
D. Prepares Periodic and Special Persomnel and Statistical Reports

1. A weekly report for the Chief, Personnel Branch, on all
promotion, appointment and resignation actions vhich bave been effected

by PC (Departmentel, e Foreign Field). This report 18 oy ngo
compiled to:

a. Inform the Chief, Personnel Branch of a&ll officislly
approved actions.

b. Assist the CSB Reaorder in muing current norm
listings for employeea.

25X1C4a

3. A weekly clericel vecancy report for FDC, GS-5 and below
(Departmental only) indicating current clerical vacancies.

4. A momthly vacancy report for CSB on all vacancies in the
Departaental a components., This is used by the CSB in  25X1A6a
considering assigoments ot euployees being rotated.

5. A 1 strength repart for the ADCO, of 20X 1AB3
Departmental clements (vouchersd and unvouchered),

compiled by organizational ccmponest, celling authorization, on duty
personnel, military slotted, and processees. In addition, the report

5
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is used by the Chief, Administrative gtaff and other components in
0/C for mempower planning and budget estimates.

6. Special grade distributian reports requested by Chief,
Administrative Staff, and Chief, Persannel Branch, of Departmental,
I Foreign Field components by pame, title and current
grade of employee, grade of alot and date last promoted, for use in
promotion history stulies and future persomnel planning program.
These reports are also used by the CSB Recorder in eompiling norm
1isting for employees. This data is eompiled from the promotion
book flexoline and the kardex system.

E. Praperes Office of Commmications Personnel Folders

Initially preperes all new 0/C personnel folders (Depart-
mente SN Foreign Field) at time of ED, and closes
out all persomnsl files of employee resignations and applicant
cancellations. This is accomplished in this Unit inasmuch as all
personnel actions et be posted and control records checked and
changed. In addition, it is more efficient to accomplish these
transactions in one operatiom.

F. Provides Information Concerming Beployees and Appucantn

Recelves and services requests from Chief, Administrative
Steff; Chief, Persomnel Branch, meubers of the 38, and 0/C operating
officials for informetion regsrding arployees and applicants; such as,
general status of spplicants, ECD dates, date of birth, date of last
promotion, date of periodic pay incrense, time in grade, crganizational
1pcation, and position number. This information is taken from the
kardex system where 1t can be guiekly assembled.

G. Sarves as Point of Contact on _rersamel Matters

Maintaine continuing lialsom, both personal and telephonic
with FDC, NFD, PP Commumnications Operating Divisions and staffs,
CIA Cable Secretariat, various DDP elements and other components
vithintheﬁsanevre@rdmm esging and records control of
Coammications Departmental persoanel actions.
Examples of nature of contacts are as follovs: PDC regerding slotting
irregularities, periodic pay inereases, clearances, status of promotion
actions, stetus of applicant cases; MPD regarding military processing
matters; PPPregarding applicent files and activating defaerred files;
0/C operating officials and CIA Cable gecretariat regarding slotting
and /0 changes; DDP elements to inform them of 0/C personnel on their
various T/0's; effective dates of persomnel actions, coordinate actions
and obtain appropriate signatures. _ :
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H. Provides Advice to Foreign Secticns on Preparation of Forms

Todoctrinates the Foreign Sections regarding Agency personnel

s and mechanics pertaining to the proper preparation of
persomnel action requests (8.F. 52's), draft deferment forms, and
reserve persommel forms. The Unit furnishes this assistence since 1t
is responsible for the acouracy of all official 0/C persconel documents
forwarded to PIC.
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